How to access a shared mailbox using Mac Mail

1. Click "Mail -> Preferences..."

2. In the "Accounts" window, click the "+" icon in the lower-left corner.
3. In the "Add Account" window, enter the following information:
Full Name: name of the shared mailbox

Email Address: email address of the shared mailbox
Password: your own Services Account password

Click "Continue".
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Add Account

You'll be guided through the steps to set up an
additional account.

To get started, provide the following information:

Full Name: Postmaster

Email Address: postmaster@fnal.gov

Password: eseesscccsccsccsce
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4. This will fail and take you to the next screen.
Enter the following information:
Full Name: name of the shared mailbox
Email Address: email address of the shared mailbox
User Name: SERVICES\your own Services Account username

Password: your own Services Account password

Click “Continue”.
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Add Account

You'll be guided through the steps to set up an
additional account.

To get started, provide the following information:

Full Name: Postmaster

Email Address: postmaster@fnal.gov

User name: SERVICES\bens

Password: sseesscscccsccscce
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5. You will see the “Account Summary” screen. Click “Create”.

Account Summary

Mail found a server account for the email address you
provided. The following account will be set up on your
computer:

Account type: Exchange 2007
Full name: Postmaster
Email address: postmaster@fnal.gov

Server address: email.fnal.gov

Also set up: M Address Book contacts
M ical calendars
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On completion of account configuration, the shared mailbox configuration should be
listed in the left-hand column.



